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: MEMORANDUM FOR: ‘Director. of Personnel | 
THROUGH = “Deputy Director for Science and Technology | fi 
SUBJECT a a ll Step Increase - 


-25X1A9a 


continued outstanding pert : th @ 
Office cf the Director of Research and Development, I recoamend - 
_ that she be neha ae a Quality Step Increase from GS- “98, step 7 


to 65-0) epea & 


>. me EE -::-:-: on duty with tho Agency in 
July 13 tenorrapher and since then has filled 
several positions in the Office of Logistics and the Office of 
iechanen: aud Development. In 1968 while serving es 
Administrative: Assistant to the Chief, West Coast Procurement 
Office/Office of Logistics, she was awarded a a Quality Step 
Increase in receenition of her sustained high quality per- 
formance. Her prometion to the grade GS-08 occurred shortly 
after she was appointed to the secretarial staff in the 
Office of the Directer of Research and Development. Her 
primary responsibility on this staff is toe serve as pecestely 
to the Deputy Director of Hesoarch and Development. 


25X1A9 
| videnced by her exceptional fitness reports, 
has consistently performed at a level well above 


ner contemporaries at the same grade level. She is highly 
professional, husinesslike, and attempts at all times to 
project a favorable Office imace. She is dedicated to high 
standards of performance and willingly werks with other 
secretaries te equitably distribute tue workload so that 
overloads are overcome. Her cooperative spirit and willingness 
to “bend a little” in difficult situations have contributed 
Significantly te the harmony and compatability of the entire 
effice, Because Reena is highly motivated, she 
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ager rT out ways to serve the office better) no reasonable | 
task is refused-as below -her station or beyond-her ‘ability to 


perform. She approaches her’ assignments with © enthusiasa and 
determination, | 25X1A9a “SEL GOR 2 


AL In ay I Soe. olitsund ing “\0\ua 
performance deserves recognition and merits the granting of ) 
a Quality Stap Increase. 


: janes Vv. Hirsch 
“Director of Research and "Bavelopnent 
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Deputy Director for Stica 


‘The recommendation contained in paragraph 1 4s approved. 
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